Rakhshanda Sajjad
Address: Post office Charpariza Hayana payyan Peshawar, Pakistan PO Box 44000

Contact: 0310 1986885
Email: rakhshandasajjad19@gmail.com
Profile;
A highly qualified, intelligent, well-presented and adaptable graduate with solid qualification and compressive skill-set. Capable of working with and without supervision and willing to assume additional responsibility. A proactive, committed and innovative team player, with leadership skills and extensive time management and prioritization ability. Quick and willing to assimilate and apply new work procedures. Skilled in all management / administration roles and familiar with a wide range of IT application. Leads by example and encourages cohesion and commitment through the identification and development of potential.
Technical Skills:
	· Team Work
	· Organization
	· HR Management
	· Training Conduction

	· Management
	· Planning
	· Record Keeping
	· Strong Communication

	· Leader ship management
	· Team management
	· Time management
	· Coaching
·  Problem solving

	· Budgeting
	· Logistic management
	· Learning 
	· Presentation skills


Experience:
Union Council Delivery and Operations Officer: PEOPLE 2021-Till Date 
· Acted as Union Council focal point working with DISTRICT HEALTH Communication OFFICER in collaboration with Government Department of Health Team partners and Office Administration in EPI, & PEI Program, pandemics and communicable diseases.

· Developed partnership good relationships with Government staff, Civil Society, Local District Administration, Local NGOs.

· Developed partnership with the Medical Officers, Executive District Officer, Supervisors and Health workers to plan and implement social mobilization and Information Education.

· To serve as out-reach and community contact points in support of social mobilization and use of interpersonal-communication with caregivers, parents, family members and other community members and leaders in promoting health awareness.

· Performed interpersonal communication and counseling with families having pregnant women, children vulnerable to polio and susceptible to other communicable diseases.

· In proper communication with security focal person and local police and Coordinating and ensuring security of teams.

· Scheduled and coordinated meetings, sessions and activities with Team Partners and NGOs working.

· Involved in pre-round activities by making fixed site mobilization plan, informing beneficiaries, organize rallies, and conduct polio class, ensuring mosque announcements.

· Conducted meetings with neighborhood people, resistant family members, influencers, Lady Health Workers and LHVs to dispel misconception about the vaccine and to encourage resistant families to immunize their children and influence others to do so.

· Sound contributions to knowledge networks and communities of practice through field work.

· HR assistance in hiring and Training of staff. 
· Ensured availability of human resource at health facility and in field.

· Facilitate capacity building & contribute for development of the knowledge management system. 
· Tracking and Mapping of high-risk areas for communication and operational activities i.e Afghan Refugees.

· Assisted in the development of the project Monitoring and Evaluation plan and its effective and efficient implementation.

· Logistics demand making, distribution and its record keeping.
· Management and database keeping data records.

· Logbooks maintenance and micro planning.

· Presented and analyzed data based on information needs of team and partners, to provide support in data base management.

· Worked on security plan, identified high risk points and demanded the security.

· Worked on checklists (of staff performance, services delivered and community response), Surveys and cluster taking in hard and soft form.

· Compiled data in QI form.

· Compiled and consolidated project component reports weekly/monthly/quarterly/bi-annually on hard and software tools.

· Monitored, supervised and evaluated the activities of teams during pre, intra and post campaigns and Report writing.

· Ensured that the purpose of the M&E and MIS Operating Manual is being achieved and enabling decision-making on the project progression and development.

· Arrangements, supervision and feedback of Health and Nutritional Camps to concerns.
Union Council Communication Support Officer: 2017-2020

Purpose of the Job
 To act as Union Council focal point to coordinate and support the preparation, implementation and monitoring of district PEI and EPI social mobilization and communication planning in the assigned district in collaboration with Department of Health and polio partners.

Reporting Levels This position will be mainly reporting to respective DHCSOs and Provincial COMNet Project Team (various levels)
Major Tasks Planning and Organizing:
· Identify UC-level activities for inclusion in District level communication plan and communicate to District Health Communication Support Officer (DHCSO)

·  Identify IEC requirements and distribution plan and coordinate with necessary partners to ensure implementation. 

· Ensure influential religious leaders, elders, etc. are included in team micro-plans 

· Assist in preparation of SMs’ work plan and ensure inclusion of SMs' names in the VC micro-plan 

· Conduct initial and on-going listing and mapping of underserved communities and classification of these. Keep track of all children under 5, vaccination status, as well as migration patterns and practices. 

· To ensure communication and social mobilization planning is included in UC micro plans of the highest quality. 

· Support in micro planning, including determining best timings (flexible) for vaccination activities. 

·  Ensure, through Medical Officer in Charge (MOIC)/DMO, that routine immunization services are made available to cover the high risk groups.
· Responsible for Pre and Post Teams and Aics trainings, organizing trainings and managing trainings with in speculated time
Implementation Monitoring, trainings (Mapping)
· List congregations that require interventions and mobilize leaders in co-ordination with MOIC. 

· Identify religion/cultural belief system/behaviors and accordingly use this to feed into communication material/ strategies and planning. 

· Identify Information Education Communication (IEC) requirements and develop dissemination plans accordingly. 

·  Hold community events, meetings, rallies, etc. to mobilize underserved groups for polio vaccination. 

·  Identify IEC requirements and distribution plan and coordinate with necessary partners to ensure implementation. 

·  Monitor effectiveness of SMs and the activities conducted by him/her. 

·  Ensure orientation of Religious and Community leaders at the UC- level.
· To ensure quality trainings with in time every PRE-POST campaign, through following agenda with kye and highlighted issues and to implement new terminologies for better endorsement.
· Arrange quarterly trainings for mobile teams and Area in charges for better result to get the benchmark of the program (PEI)

Area In charge: (CTC 2015-2017)

· Monitor and supervise the field work of an average of 5 community health workers.

· Coordinate with all community health workers on gathering, compiling HH vaccination data on weekly/ monthly basis.

· Weekly monitoring and supervision plan to include a full day with each supervisee and a weekly report to UCO and DHCSO.

· Submit the compiled HH vaccination coverage and missed children data to UCO and DHCSO for onward submission to the data support centers on a daily basis during campaign (5th day) and weekly post campaign.

· Brief and share the HH level missed children data with UCMO for inclusion in the micro plans for the next campaign.

•
Provide on job trainings on IPC, data collection / compilation/
on agreed formats / tools.

· Cross verify data at-least (30%) of CHW logbooks every month) through desk & field reviews.

· Data analysis to review trends of children vaccinated and missed of HR population groups. Highlight unusual movement patterns of HR population groups.

· Brief MO on the RI status of the HHs and share the list of defaulters for RI outreach.

· Any other task assigned by supervisor on PEI / EPI activity
Trainings Delivered:

· Conducted TOTs with CTC and People for capacity buildings of the teams and other trainers.

· Worked as a training facilitator in PEI program for mobile teams in refresher trainings.

· Delivered training as a master trainer on GBV (Gender Based Violence).

· Worked with many vocational organization as master trainers for 2 months

· Do conduct trainings with my staff every Pre-Post Campaigns for capacity Buildings and to fill loop holes.
· Conducted trainings to EPI staff of the concerned BHU regarding the EPI and PEI protocols every quarterly.

· Conducted trainings to mobile teams, fix teams, roaming teams and transit teams every PRE campaign for PEI.

· Trained EPI technicians on the protocols of EPI schedule with the intervention of newly introduced vaccines within the schedule of routine vaccination.

· Worked with CTC and WHO as a training facilitator for arranging trainings for PEI staff and EPI staff as per need and every PRE and POST campaign.

· Conducted induction trainings with CTC as Training facilitator for newly hired teams as mobile and transit teams as an additional charge of UCO/training facilitator.
· Worked as a visiting trainer in CBV (community based vaccination) in PEI program to make the teams understand the methodologies of newly introduced initiative in polio eradication.

· Conducted trainings as TOTs and attended trainings as trainee arranged by WHO for monitoring and training management.

Education:

	· MA Sociology 2016

· BA Urdu Advance/Islamiyat 2009

· FA Urdu Advance/Iskamiyat 2007
· SSC English Urdu Advance/Islamiyat 2005
· PTC AIOU Islamabad


	

	Languages:

	

	· ENGLISH

· URDU

· PASHTO

· PUNJABI

· SARAIKI

· HINDKO


References:

· Will be furnished on demand.

